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Judge Novack's Courtroom Procedures for Trial
COURTROOM PROCEDURES FOR TRIAL

Trial Exhibits. The following provisions govern all exhibits except those used for purposes of
impeachment.

All copies of exhibits shall be pre-marked. Plaintiff 's exhibits shall be identifieda.
numerically commencing with "Exhibit No.1". Defendant 's exhibits shall be marked
alphabetically commencing with "Exhibit No. A" through "Z", "AA" through "AZ", "BA"
through"BZ", etc.
If a party has ten (10) exhibits or less, the exhibits shall be marked with the party'sb.
number or letter in the lower right hand corner in ink. If a party has in excess of ten (10)
exhibits, then the party's exhibits shall be assembled in three ring binders. No binder may
exceed three inches in thickness. The exhibits shall be divided by tabs extending beyond
the page on the right hand side and the tab shall bear the number or letter of the exhibit.
If a party has in excess of 25 exhibits, the party shall contact the Courtroom Deputy andc.
obtain exhibit markers which shall be completed prior to submission of the party's
exhibits. Exhibit markers are to be affixed to the lower right hand corner of the exhibit
provided, if the marker would cover any information on the exhibit, then the marker is to
be affixed to the reverse side of the exhibit.
Each party shall prepare an Exhibit List in the attached form. All items shall be completedd.
with the exception of the date boxes pertaining to identification and admittance which are
to be left blank.
The parties shall exchange exhibits, together with a copy of the Exhibit List, seven dayse.
prior to trial (or as otherwise ordered by the Court).
Not later than noon the day preceding the commencement of trial each party shall deliverf.
to the Courtroom Deputy the original and two copies of the party's exhibits, together with
the original and two copies of the party's Exhibit List.
There shall be sufficient copies of exhibits for all counsel participating in the trial.g.
The Court expects the parties to stipulate into evidence all exhibits to which there is noh.
objection.
The Courtroom Deputy will maintain all exhibits whether marked for identification ori.
admitted in evidence. When counsel wants a witness to examine an exhibit, counsel
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should ask the Courtroom Deputy to provide the particular exhibit to the witness.

Trial Briefs. Except as otherwise ordered, each party shall serve and file a trial brief seven
days before trial (or as otherwise ordered by the Court) which shall briefly state the party's
contentions, the relevant facts expected to be proved at trial, and the law on the issues
material to the decision.

Demonstrative Evidence. The use of sketches, models, diagrams, pictures, summaries,
charts, and other demonstrative evidence is encouraged. Summaries may be required by the
Court in actions on account, preferences, or other issues involving voluminous documentation
of financial transactions.

The courtrooms are equipped with a chalkboard, a white board, a video player, and a
projection screen that are available for use either during presentation of the case or during
argument. However, before electronic equipment can be brought into the Courtroom, prior
permission of the Court is required so that the U.S. Marshall's Office can arrange for
clearance through the first floor security station.

Electronic Recording Equipment. The proceedings are recorded by electronic recording
equipment. Counsel are reminded that only one person may speak at a time to avoid
overlapping tracks on the tape. The system is quite sensitive but it is helpful if counsel
remains in the general vicinity of one of the four microphones located on the counsel tables,
the podium, and the witness stand.

There is a counter located on the top of the podium which indexes the recording tape and
corresponds to the notes taken by the system operator. By noting the counter reading it is
possible to order a portion of a transcript rather than an entire transcript. The system is also
capable of repeating a question directed to a witness such as where an objection has been
interposed.

Counsel Tables. Plaintiff or moving party should utilize the counsel table in the front of, and
closest to, the witness stand. The defendant or responding party should utilize the counsel
table furthest from the witness stand.

Witnesses. Any request to exclude witnesses from the courtroom before testimony should
be made before opening statements. Witnesses may be called out of order to accommodate
subpoenaed witnesses or experts.

A witness may not bring notes, documents, or other papers to the witness stand without
permission of the Court. A witness may not be shown such writings during his or her
testimony without permission of the Court unless the writings have been marked for
identification or admitted in evidence.

Examination of Witnesses. Counsel may examine witnesses from the podium, from
counsel table, either seated or standing, or may move generally about the courtroom keeping
in mind the electronic recording system. Counsel may approach a witness without obtaining



prior permission of the Court.

Objections and Argument. Counsel should stand when making evidentiary objections.
Closing argument may be made from the podium or counsel may move about the courtroom
keeping in mind the electronic recording system.

Recesses. Generally there will be a mid-morning and a mid-afternoon recess. In lengthy
matters, there will be a ten minute recess after the parties have rested and before
commencement of closing argument.

Attorney Conference Rooms. Conference rooms are available for use between 8:00 a.m.
and 4:30 p.m. As the conference rooms are normally locked for security reasons, please
check with the Courtroom Deputy to insure availability. It a conference room is locked upon
your arrival at the Courthouse, use the telephone in the Clerk's Office to contact the
Courtroom Deputy. Counsel's trial materials may be left in the courtroom during the noon
recess provided counsel notifies the Courtroom Deputy at the conclusion of the session so
the courtroom may be properly secured.
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